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I ndicstes. approved vacericies to "be filled in IS' 49 . 


At present there are t\vo iTahulation Project Pl^-nners, C^-9, 

in this Register. On onr Personnel Hecni regents of | | one 25X1 A 

of these is to te eliminated. 


left Ijand colnmn shows present B31q.t'j or salary at which the 
ividual in process is to oe hired. 


Phe ri^t hand coiuim ehows one invade promotion for those ^ades 
which ere app-rowed in the 19^9 Pei'sonnel Hecrairements and uase 
proy for grades requested over and ahove the 1949 approved 
Personnel Kecuirements. 
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Office of the Chief 


■^'he following increase in personnel is recuested: 

1 CA?-5 Adriinistrative Aid ^2,6^44*80 

anl v-ni petfoS th. foUorii'j^^tSLr l=t»lU,e„e 

Receive and log sll incoming material below Top Secret. 

Distribute all material throujr.out the Register. 

Maintain a log on all outgoing msterial. 

Maintain ell persormel records, recording leave and tardiness. 

Conpa„e and maintain Dail^’ Ti:r.e and Machine Utilisation Records. 

Cccasionally take dictation v.hidi can not be assigned to the stenographer in the'Reiister 
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Index Section 


25X1A 


25X1 A 


j.ne toilci.-in^ ixicr6c;se in |;ersorinel is recuestedi 

1 OAi ^-4 Statistical Cods Clerk .? 2 , 324.00 

r^aklnj^ a total of fo'cr Statistical Code GTerV= ? 
viu.iH tne _'iOj£,ifcj_iij.cel lateiii^eiace Ee,-ister. v/.^uw ( 


It IS Gst iiio-^ed Driet 

u-urcn^ wne first y eai' us. e x a l i on , increesinn to a 

Production recoi-Is of this Ee-ister inJicsl 


will pass througii this Ee^lster 
peek hp the end of the following 


-er"dc-""th-rc^td- luJicste ti.at one clerk can coffirletely code I leases 

.ei 08^, tn.rexo.e|^:trftlcier^,:s are required to acocxplish our mission. I— I 


25X1 A 
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25X1 A 

25X1 A 
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Office of the Chief 


jAteSiScfSiflpn" "" »r«>'a«on of the Mooferhlo 

*“* -'6ceives cxed coordirietes recuests fox* "biOiXTeT'hi-'^ 

I; dipctly with the Chief of the Reference Center irfthe 

f ^ "or tile receipt end disrar5en.ent of Mohrerh^c 

‘iiCw t^cnsj. * - 

othe?iS'-l?’?^!rc-“^'''® P^ll^^otion and Disseni:ae„tior. end 

;uS_ofS^tfeS4r 

specific studies find research .pertaining to individuals or 

6. reports on the over ell cov£:ra.^.e ejii the fillin° of .-^^rs etc 

7. is t-aolisnes policies osni approves the selection of any intelii.ence 

files, establishes policies for catalosin*-- 
t.ie ciGssi^icacions s;ai indeixing the biographic aaterial. 

7';. ? 2’'® ''■'Or.<xng liaison with the users of intelligence in 

oiaSi infornQed vatn tneir reculreinents. 


snce Section 


Index Gcctio 
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BIGSl^FIGAL i:CT:LIlIGiG:CE H£ai3T]£R 


Intelligence Section 
Office of the Chief 

X* ‘tor^s in conjuncwicn v;ith trie office of the Chief in re-cird to general 
policy ir^cing* 

2. Plans long range Biographical Intelligence projects. 

3 . reviev;s^ali special research reports aiid verifies the source. 

4. Directs metnods of filing, indexing, and processing of nia.terial and r.eneral oi 

routine. “ 

5 . Contacts libraries and research institutions in the United States to 
ascertain tne a.vallability of pertinent bio^^raphic material. 

o. Keeps in contac- Kitn all iiossi ole agency sources for the collation of 
pertiirent biographic n.?terial. 

7* Prepares periodic reports on ]oliticaI trends .and movements in foreign 
countries. 

S. Directs the^oyer all policy for operation of the ha.ster Tile Unit. 

5- -serves as liaison to o^aice sure all available inforngtion has been used 
in the preparation of research projects. 


Analysis Unit 


hester File Unit 
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3io:B£EmcKL ixxnzinnoi 


Intelligence Section 
Office of the Chief 


Analysis Unit 


r.a.ster File Unit 


1. Feads and analyses the contents of doairnents 

to deteiTi-ine uh-ether they contain sufficient current 
or lon^. ran^ intelligence value to Justify 
incorporating v;ith estahlished intelligence files. , 

2. Prepares uiolio^raphies and, research papers on 
current and long ran^e biographic intelligence 
projects. 

3. Irc-pares spccicul research reports in response 
to incuiries. 

4. Pranslates foreign docuTients, n ev;s paper s , etc. 

5* iissenbles biograpnic intelligence of ell’ kinds 
to supply/ factual data and to process requests for 
referral to other sections. 1 

g. Assists other sections in the use of the j 

facilities offered by this unit. . j 

7. Make recor:ri-endc.tiGns concerning the relisr- 
bility and pertinence of the. information and 
sources of it. 

5. Analyze biograpnic intelligence njaderisl of 
other institutions througr.cut the United States 
in order to determine its potentiality. 

3. Screen dociurnts and veporit to ^lean all 
possible intelligence fcCts for the preparation 
of research projects and reports. 

IG. Meed out obsolete material from their files. 


1, Files all docu-Tients and reports vhich contain 
biographic material. 

?, Handles requests for direct reference to the 
original source end verifies information, dates, etc. 

3 . Types and does clerical duties for the Analvsis 
Unit. 

4. keep up to date and adds tc material in each 
, file as it cones into the unit. 

5 . ^:alntains a Fle^roline file for the puipuse of 
identifying documents as they cone in and assigning 
a case number to them. (This case number is an 
identification number and no two people have the 
sauie number.) 

-"‘a.i-n i, a-i.ns a fij-e Oa. alb specia.j- end p.ex'iociic 
reports which pertain to bio^^raphic intelligence. 

7 . Loan biographic material to other sections of 
Clik, government a-encies, and to non- government 
agencies. (This is done under the security 
regulations of GL-.. ) 

8. Frerjare carbon stencils and index cards for 
the reproduction and cross indexing of their files. 

5 . Maintain the security of all biogTaxhic 
intelligence ::..lerial v.lthin ClA. 

1C, Prepare new folders for nev- individuals. 



Page 11 


A|>pr e v e d»^ForRe leQ & e 2002/06/1B^:^ClA-RDR . 8 vl >. 00951 R 0 QQ4 Q 0Q.1 Q Q , 14r 4 




OAO 


Approved For Re1ease^^)^^p|:gl^P84-00951R000400010014-4 






Index Section 
Office of the Chief 


.ilgence 


of the Chief in regard to ^eneral 

3* CoJrdi^ter5fe''terStlil?S^-’°?^ Precessing. 

pdncing accurate and -or the pu.,nee of^ 

5.' gape. 

" £llaho?ir?tf conceSS/"^" intelligence 

.eur/e;.-F for the r-nxi-Ose of dettr”i-^t-thp't®tr"^"'-®'^ conducting 

of ‘^itej'^ininrfuturTpersonnS internals for tl.e puipose 

O. i^ns .xe„noas of co.ntrol in order to 

"acmne units,. i,e ovenoaaing code and 

. .Maintains security for all punched c-j-dc f-ne~ -rd f - -, • 

. -"'-Cv'j.ev.-s procedures for riroceapdr,- Prpp^-’i " ^"d iuaterial in process, 
directing inclusions and ercS^on steS " ^^c-urrent reports/ 



Machine Unit 
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3I0.B.^-HICAL irriLIGS^ClD P33IS3IS 


Index Section 
Office of the Cnief 


Code Unit 


1. Establishes code structure for ail Biograrhic 
Intelligence .material including orranisaticns’^ positions, 
basic data and intelligence. 

2. Eevievs end revises all code structure 'periodicelly 
or vnenever necessary to insure sdecuate coverage. 

Collaborates v.'ith the hadiine Unit in determining 
ti^e feasibility of rriacmne adautibility to proposed 
codes. 

■h Cla^ssifies all material in accordance vith establishe;d| 
codes in order tb^t intelligence may be recorded on 


T?xach cards. 


5- i’aintsins library of entire organisation file by 
country for reference pnrposes. "" ^ - 

c* .maintains, cn a current basis, code books including; 
all revised codes and other changes. 

7.^ Maintains control of all material received in the 
unit and a. record cf the number of -docuuients received 
and the number cf individual items coded. 

uev' and revised codes to be included in code 

books. 


Machine Unit 


1. Puncii and verify all material to be 
includei^in the Biographic punch card files. 

'd, oem/ice the Biographic punch card files 
through 8 maci^ine technlcue. 

Prepare special and recurrent listings 
and statistical reports as directed by the Chie 
4. ^ Prepare procedures and foriiulate metiiods 
end techniques for processing recurrent and 
special listings and reports. 

5* Maintain the security of all bic^rapTxic 
punch card files. 

6. Screen by the use of IBI, related files 
for the puiTose of filling existing gaps. 

7- leriodically review present processing 
methods Vidth a vievc' to increased efficiency. 

'6, Besign cards and foms for use in .ma.chine 
processing 


Heview ceding methods for adequacy of 


IBM tabulating methods- 





